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SYSTEM REQUIREMENTS
Adobe Acrobat Reader (Free Download)

Windows Users — Internet Explorer 5.0 or greater

Use link: https://wave.ed.state.vt.us:4459/forms90/f90servlet?config=tchstf Windows based
machines require a j-initiator file to access Ceampplications. If you click on Start button,
Control Panel and make sure you are looking aClassic View, you should see an Icon that
looks like the one at the end of this paragraphis icon means you have the j-initiator
loaded on your machine and should be able to atibeseeacher Staff Collection. If you do
not have the j-initiator, please contact our oftit€802) 828-3777 and we will direct you to

a downloadable version. e
:'.f-'?
Lt

Jinitigtor
1.3.1.22

Mac Users — Safari 1.0 or greater
Use link: http://wave.ed.state.vt.us:4459/forms90/f90serel@miig=tchstfmaclf you are
using a Mac OS 10(X) as an operating system, yoa haviR J file on your computer that
will enable you to access the Oracle applicatioowelver, if you are using a Mac OS 9.x as
an operating system and you have not run a DOEcapipin from your machine before you
will need aMRJ_2.2.5.smi.binfile. Please call the helpdesk and someone wii jieu get
this file and assist you installing it onto yourchae. DOE Help Desk (802) 828-3777.

TECHNICAL SUPPORT
Call (802) 828-3777 for assistance with any sofen@oblems.

DUE DATE
The Teacher/Staff and Salary Survey is due no tatsn December 1, 2010.
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STARTING THE APPLICATION

% Logon to Teacher Staff Fy2 Anplication

Due: December 1, 2010

Record: 1/1

Open Internet Browser using the appropriate liokfrabove. Login to the program using
the User Name and Password sent to you. The Useraad Password are case sensitive.
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MAIN MENU OPTIONS

"4 TEACHER STAFF SALARY COLLECTION FY2011

10/13/2010

Data Entry
Enter/Edit Staff/Salary Data — This button allows you enter or edit data inschool
template or edit data already entered into a sthtahplate.

View Contact Information — This button allows you to view the name, phousber, and
e-mail address of the person DOE should contaittdrevent we have a question about the
Teacher Staff data submitted by your school.

Reports
Print Current Year Staff Salary Report — This button allows you to print a report of all
data entered for a school. You may print a repioaihg stage of data entry.

Display Data Reporting Instructions— This button allows you to print out a copy of the
data reporting instructions.

Display Software Instructions— This button allows you to print out a copy of gwtware
instructions.

Data Submission
Review Data Submission Checklist Click to display information relevant to subnmgt
your data.

Submit Data to DOE — Click to display an instruction page on how tbrsit the Teacher
Staff/ Salary data for your school.

Print Certification Report - Print the report, review the data, sign and seeddport to the
Department of Education.

Exit Application
Exit — This button allows you to exit the applicatiordd@he data will be saved before
exiting.
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Data Entry

%= TEACHER STAF LLECTION FYy2011

10/13/2010

P5002 - ADDISON CENTRAL SCHOOL ﬂ Return to Main Menu
1000 DIRECT INSTRUCTIONAL SERVICES

Preschool/Prekindergarten Teachers

Kindergarten Teachers

Elermentary Teachers (Grades 1-B)

Secondary Teachers (Grades 7-12)

Teachers of Ungraded Classes (include EEE, Special Ed.)
Teachers Aides - (PAID anly)

“/ocational Teachers

Return to Main Menu

Enter/Edit Staff/Salary Data
To enter data, select a school from the “Seleco8iEdrop down box, and then select a
function from the “Select Function” drop down b@he data template for that school
and function will appear.

To move between cells you can either click in thprapriate cell or tab through them.
The active cell will be highlighted in blue.

10/13/2010

PS002 - ADDISON CENTRAL SCHOOL = Return to Main Menu

CANNON B02-877-3332 KCANNONEANWSU. ORG

View Contact Information
This button allows you to view the name, phone neinamd e-mail address of the person
DOE should contact in the event we have a questiaut your Teacher Staff data. This
information is prefilled; if wrong, please call DGIE (802) 828-3777 to change it.
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Reports

LT Department of Education

Kl Department of Education

T SEARCH

BURR AMD BURTOM ACADEMY
LYMDOMN INSTITUTE

ST JOHMNEBURY ACADEMY
THETFORD ACADEMY
RMWEMDELL ACADEMY
ACADEMY SCHOOL

ADDIZ0OMN CEMTRAL SCHOOL
ALBEANY COMBMURNITY SCHOOL

Cancel

Record: 17373

Print Current Year Staff Salary Report
Select the “Print Current Year Staff Salary Repobnitton. A screen with schools on the
top will appear. Double click on your school ahdrt click “OK” to print reports for the
selected district. You will need Adobe Acrobat Bein order to view the report.

Teacher Staff Salary FY11 Report

School Name PSo08 ALBERT BRIDGE SCH (W WIND}
Function 1000 Direct Instructonal Services.
Staff Male FTE FemFTE Salary Benefits Contracts
Category
Freschool Prekinderganten 3] 1] 50 S0 E51
[Teachers
flindergarten Teachers [1] 1 E5,146,600 §21.8682 E1)
[Flementary Teachers [1] e 3191278 571,270 E)
Grades -8
[Eecondary T 0 ] 50 50 =
Grades 7-12)
[Teachers of Ungraded 0 1 $42.000 515,052 3]
[Classes (inchude EEE,
l5pecial Ed )

‘eachers Aides - (PAID 1] 3 308255 j 2800

|

%‘Yﬂmﬂ Teachers [1] 1] g0 50 ES
Total: [] E] $5.438.225 $113.699 i
Function 2100 Support Services - Students.

Staff Male FTE Fem FTE Salary Benefits Coniracts
[Aftendance & Social Work 0 1] Eil £ 5d

5__Unknown Zo

Display Data Reporting Instructions
Selecting this button will allow you to print outapy of the data reporting instructions.

Display Software Instructions
Selecting this button will allow you to print outapy of the software instructions.
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Data Submission

104132010

1. Data will be saved as it is entered, but will NOT be submitted to DOE until you press the "Submit
to DOE" button on the Main Menu

2. Only the Certification Report needs to be submitted to DOE, other reports are for yvour information only

3. Once submitted data has been accepted by the DOE, it cannot be changed without contacting DOE to resef
wour school Resetting will allow you to edit the data, but any new data entered will ovenarite previously
submitted information

Review Data Submission Checklist

1. Data will be saved as it is entered, but will NOG& dubmitted to DOE until you press
the “Submit Data to DOE” button on the Main Menu.

2. Reports provided in this application are providedyfour information only and
should not be submitted to the DOE. The signgbage, however, must be returned
to DOE.

3. Once the DOE has accepted submitted data, it cdrencihanged without contacting
DOE to reset your district. Resetting will allowwto edit the data, but any new data
entered will overwrite previously submitted infortioa.

1041372010

Return to Main Menu
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Submit Data to DOE

Select School(s) for Submission to DOE - Clicktfme instruction page on how to submit
the Teacher Staff data for your school. Click tatabeled “Show all schools” to select
your school for submission to DOE by double clickon the School ID or name.

Double click again to de-select. When the nex¢acrappears, click on “Submit to
DOE".

rata rrii cartification signatars meport

Print Certification Report
Print the report, review the data, sign and seedéport to:
Vermont Department of Education
Data Management and Analysis Team
120 State St.
Montpelier, VT 05620

Exit Application

Exit
Click, “Exit” to exit the online application.
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